Private Provider Background Check Imaging

Note: In order to add images, an assignment to the provider is not needed. However, additional security
is needed for the Imaging Search page.

Note: Please see the Imaging Provider User Guide on how to add other imaging documents to providers.

If you have an assignment to the provider:

1. There are 2 ways to create a background check with an assignment to the provider.
Provider (_','..

a. From your desktop, click on the Provider Work icon FiE:E . This will open the Create
Provider Work page. On the Create Provider Work page, select ‘Background Check’ from the

Imaging drop-down, select the Provider, and click Create. This will open the Organization
Background Check page.
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b. From your desktop, click on the Provider’s name to open the Private Provider page.
£ eWiSACWIS - Windows Internet Explorer

Create  Maintain Utilities  Adoption Search  Help

Caitlin M. Cake's Desktop

[+ Date Restricted [~ Participant View [~ View Mot Approved/Cancelled
b Ticklers

P cases (188)

¥ Providers (3)

%% Miller. Barney (9221411)  Actions

Adoptive Home  08/27/2006 Cake, Caitlin M. (Supervisor) Des: Milwaukee License Status: MiA
% Millers Group Home (9221865) Actions

Group Home 02192014 Cake, Caitlin M. Dane License Status: Active

I@ Assignments

ﬂ Basic
Licenses
mParentAgency

Click on the Background Checks tab, and click Insert in the Background Checks group box. This
will open the Organization Background Check page.

/2 Private Provider - Windows Internet Explorer

cWiSACWIS ™ it (B

SpellCheck [ Help (@
— Basic
Name: Miller's Group Home (5221855) Open Date: 02192014  Type: IGmup Home ;I Status: Open
Lcns. Type: I Licensed by State of Wl ;I Lens. Agency: IBF‘OHC [T Restricted Provider

Provider Background Checks Characteristics Senices Closing History

r—Active Provider Personnel

Name Start Date » End Date Role/Position

Willer, Scott |01r0112013 |uu:uuruuuu IAppIicantl'License& =l
Jones, Susan |ﬂ1m1.f2n13 |uu:uuruuuu IEn’pbyBe =] Delete
Jones, Bobbie |ﬂ1m1.r2ma |uu:uuruuuu IErrpbyBe x| Delete

5 Inactive Personnel

— Background Checks

Name Role/Position Date =  Type

(=x)

O —

Close
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2. On the Organization Background Check page, enter the Date of Document. If applicable, enter the
Effective To date. Select the Type of background check. To attach a previously scanned document,
select the Browse button. This will open the Choose File to Upload pop-up page.

Note: If the Type is DOJ or IBIS, the Effective To date will pre-fill to 4 years from the Date of
Document and will not be editable.

_loix
c WiSACWIS

Provider Details
’;rwider: Hiller's Group Home (82218585) Worker: Caitlin M. Cake |

— Image Details

Date of Document; |ﬂ1d‘ﬂ1d’2|]13 Effective To: 1213172018

Category: Background Check
Type: |D0.l

[
File Name:

| miler, Scott |

Name:

Comments:

Last Updated By:
Walid Thruugh:ll}ﬂfl}ﬂ-ﬂ}ﬂﬂu

h Eligibility Werification

3. Select the file from the appropriate location/folder. Then click the Open button.

/& Choose File to Upload x|

mv | .. = justin.hall (WFEPFSWWO21DSP) (H:) » My Documents + Imaging - m I Search Imaging ﬂ
Organize v  New folder =~ [ @
¢ Favorites Name ~ | Date modified | Type | Size
o8 imaging 10/7/2013 11:55AM  Adobe Acrobat Doc...
= Libraries
1% Computer
Gh Metwork

4| | i
File name: |imaging x| fAnFiles ¢ ]

Open |vI Cancel |
&
Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,

xls, tiff, tif, and pdf and cannot exceed 10 MB.
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4. You can view the document by selecting the View hyperlink next to the File Name.

5. In the Name drop-down, select the name of whom the background check is for. Enter any comments
in the Comments field.

6. The Valid Through date identifies when a background check is no longer applicable or effective
when the date is prior to the Effective To date. The date is used in revoked or closed license
scenarios.

7. When all required fields have been completed, click Save. After clicking Save, your name will
appear in the Last Updated By field.

8. If the background check has been added to the wrong provider, click Delete to remove the image. If
the background check has been added to the wrong person, you can select a different name from the
name drop-down.

9. To create another background check for a person associated with this provider, click the Create
button.

10. Click Close when done.

-!_5 Organization Background Check - Windows Internet Explorer - |I:I|£|

c WiSACWIS

— Provider Details
Prowvider: MWillers Group Home (92218585) VWorker: Caitlin M. Cake

—Image Details

Date of Document; Iﬂﬂﬂﬂ?_'ﬂﬁ Effective To: |1 2131120186

Category: Background Check
Type: I Dol ;I
File Name: imaging.pdf Wiew

| Browse..__|

| Miler, Scott ]|

MName:

Comments: ﬂ

Last Updated By:
Walid Throu gh:IEI-EI'J'EI'EI-.fEI-EI-EI-EI-

b Eligibility Verification
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11. If you accessed the Organization Background Check page via the Private Provider page, you will
return to the Private Provider page. The page will display all background checks for the
Applicant/Licensee and Employees. To view or modify the imaging page, click the Edit hyperlink.
This will open the Organization Background Check page.

(— Private Provider - Windows Internet Explorer

print (& Spell Check (-

—Basic
Name: Miller's Group Home (5221885) Open Date: 02M%/2014  Type: IGmup Home ﬂ Status: Open
Lens. Type: | Licensed by State of Wl | Lens. Agency: [BPOHC [~ Restricted Provider

Prowider Background Checks Chara 5

| »

— Active Provider Personnel
MName Start Date = End Date Role/Position
Miller, Scott |U1.fIJ112IJ13 |DUIDEIIEII}EID IAppIicantl'Licensee j =
Jones, Susan jotm1i2013  [00/00/0000 | [Employee | Delete
Jenes. Bobbie |n1m1.'2{113 |uuruuruuuu IErrpbyBe x| Delete =l
| insert |

b Inactive Personnel

— Background Checks
MName Role/Position Date w Type
Miller, Scott Applicant/Licensee 02/01/2014 DOJ Edit

-

Close

Options: | j
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If you do not have an assignment to the provider:

1. From the desktop, click Utilities > Imaging Search. This will open the Imaging Search page.

cWiSACWIS
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2. On the Imaging Search page, select Provider from the Search by drop-down. This will open the
Provider Search page.

rch - Windows Internet Explorer

— Search Criteria
Search by: 'l Name: Start Date: |1W14.|'2012 End Date: I‘IWHQ{HS
Category: Type:
Hold down the "Ctrl' key for multi-zelection
—Results

Close

[®H100% -~ 4

3. On the Provider Search page, enter the Provider Name or Provider ID and click Search. In the
Providers Returned group box, select the radio button for the correct provider and click Continue.

%]
e WiSACWIS print (@ speicheck [~ Hep (@

Search Criteria

Provider Name: |Mler'3 Group Home First Name: I Provider ID: I

Parent Agency ID: I Provider Type: I ﬂ [” Search Providers of Parent Agency
Site #: | ;I County: | = l ZIP Code: |
[¥" Date Restricted [~ View Not Approved/Cancelled  Search Precision: . \( .

1
Low Med High

Record 110 1 0f 1

— Providers Returned

= @ Miller's Group Home (9221865)
Open Group Home 02M%2014 Cake, Caitin M. Dane License Status: Active
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4. This will bring you back to the Imaging Search page. The page will now display all documents for
the provider. The results will display all documents from the past year, unless the Start Date and End
Date have been updated. To add a document, select the ‘Background Check’ Category and select the
appropriate Type of background check. Click Create.

.G: Imaging Search - Internet Explorer
rror Y . 3
cWISACWIS
— Search Criteria
Search by: IF'rovider- Mame: Provider RCC, RCC (8065782) Provider Search Start Date: |1CN'GTJ‘2I1|15 End Date: |1D1'D6F2016
Category: Type:
Adam Walsh/ FBI
Background Check BID N
Kinship Gars CAN - eWiSACWIS
Licensing CAMN - Prior to eWiSACWIS
Licensing Appesl CCAR
Provider
DaT
Hold down the "Cirl’ key for multi-selection m
— Results
Close
H100% v g
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5. On the Organization Background Check page, enter the Date of Document. If applicable, enter the
Effective To date. Select the Type of background check. To attach a previously scanned document,
select the Browse button. This will open the Choose File to Upload pop-up page.

Note: If the Type is DOJ or IBIS, the Effective To date will pre-fill to 4 years from the Date of
Document and will not be editable.

-é Organization Background Check - Windows Internet Explorer

cWiSACWIS

rProuider Details
p

rovider: Miler's Group Home (9221885) Worker: Caitlin M. Cake |

— Image Details

Date of Document: |D1-l‘ﬂ1-l’2ﬂ13 Effective To: 12131/2018

Category: Background Check
Type: IDCI.J

[=
File Name:

[ mier, Scott |

Name:

Comments:

Last Updated By:
alid Throu gh:|uuruumuuu

b Eligibility VWerification

[“seve | cose |

0% - g

6. Select the file from the appropriate location/folder. Then click the Open button.

/& Choose File to Upload X
” J | . = justin.hall (\\FEPFSVVOZ2\DSF) (H:) + My Documents - Imaging - ml Search Imaging Q
Organize *  New folder H== - m @
<t Eavorites Name “ | Date modified | Type | Size
E imaging 10/7/2013 11:55AM  Adobe Acrobat Doc...
- Libraries
1% Computer
“j Network

< | ol
Sz I\maging x| fanFies =2 |

DOpen | vl Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg, rtf, doc,
xls, tiff, tif, and pdf and cannot exceed 10 MB.
October 2016



10.

11.

12.

13.

You can view the document by selecting the View hyperlink next to the File Name.

In the Name drop-down, select the name of whom the background check is for. Enter any comments
in the Comments field.

The Valid Through date identifies when a background check is no longer applicable or effective
when the date is prior to the Effective To date. The date is used in revoked or closed license
scenarios.

When all required fields have been completed, click Save. After clicking Save, your name will
appear in the Last Updated By field.

If the background check has been added to the wrong provider, click Delete to remove the image. If
the background check has been added to the wrong person, you can select a different name from the
name drop-down.

At this point, you can add a new background check for this provider by selecting the Create button.

By clicking the Create button, this will open the Organization Background Check page with the
same Category selected.

Click Close to return to the Imaging Search page.

-{_5 Organization Background Check - Windows Internet Explorer

c WiSACWIS

— Provider Details
Prowvider: MWillers Group Home (92218585) VWorker: Caitlin M. Cake

— Image Details

Date of Document: |ﬂ1fﬂ12ﬂ13 Effective To: |1 213112018

Category: Background Check
Type: I Dol ;I
File Name: imaging.pdf Wiew

| Browse..__|

| Miler, Scott ]|

MName:

Comments: ﬂ

Last Updated By:
Walid Throu gh:IEI-EI'J'EI'EI-.fEI-EI-EI-EI-

b Eligibility Verification
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14. The Imaging Search page will display all scanned background checks for the provider. To view the
image for a particular result, click on the blue hyperlink in the File Name column to access the
scanned document directly, or click the Edit hyperlink to access the Organization Background Check
page. To add additional background checks documents, repeat the above steps.

4';: Imaging Search - Internet Explorer - |EI|1|
F*r iy ol = :
cWiSACWIS .
— Search Criteria
Search by IF'rovider. Mame: Provider RCC, RCC (8065782}  Provider Search Start Date: IGE-I"IBJQDIB End Date: I1DJ'DS|'2[}16
Category: Type:
Background Check ICPC - Background Check Y
Kinship Cars Local Law Enforcement
Licensing Other - Background Check
Licensing Appeal Out of State Law Enforcement
Provider Sex Offender Address Check

Sex Offender Person Registry Check b4
Inactive value: CAN

Hold down the 'Cirl" key for multi-selection @

— Results
Category a Type Participant Date File Mame
Background Check IBIS Ulrich, Linda 05/01/2016 Logging an Incident screenshot.docx  Edit

Record 1to 1 of 1 Close
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